CITY OF BALTIMORE DEPARTMENT OF FINANCE
BUREAU OF TREASURY MANAGEMENT
LIENSUNIT
BUSINESSPOLICY —LIEN CERTIFICATES

Effective Date: June 2006

Background: A Lien Certificate is a legal document indicating any municipal liens due at the
time of issuance of a Baltimore City Lien Certificate. A Lien Certificate is valid for 45 days
from issue date. Anytime the owner of real property in Batimore City is coming out of title
through a sale, gift, or LLC, a Lien Certificate is required. There are two types of Lien
Certificates: with code violations and without code violations. The decision to apply for a
certificate with or without code violations is based on the customer’s knowledge of the property
being transferred. Lien Certificates without code violations cost $25.00 and are usually
requested if the customer feels confident that there are no violations on the property. The lien
certificate will show that that a search for code violations was not requested. Lien Certificates
with violations cost $55.00 and include al violations. In order to obtain a Lien Certificate, an
application must be completed (click here to print out an application form) and payment must be
received with the application.

Process. Requests for lien certificates may be delivered in-person to the Liens Section, by
regular mail or by specia delivery mail. A lien certificate is requested through an application
process. The application (click here to print out an application form) must be completed and
submitted along with a payment of $55.00 for a search with code violations and $25.00 for a
search without code violations.

All applications received are entered into the City’s liens system and the liens unit performs
searches to obtain information on the status of all bills originated by the City.

Note: Substitutions will not be accepted under any circumstances. Once a lien search has been
requested for a specific property, it cannot be substituted for another.

Once the search is complete, the lien certificate is typed and passed on to a lead-worker or
supervisor for verification. Once the verification process is complete, the certificate is either
mailed or if a phone number was provided a call is placed to the applicant for pick-up. Failure to
pick-up a lien certificate within 5 days after notification will result in it being mailed. It is up to
the applicant to indicate on the application whether there is a preference to pick-up the certificate
upon completion or have it mailed.

Acceptable Payment M ethods. Money orders, checks, cash and credit cards are all acceptable
forms of payment for requests made in-person. Requests made through the mail are limited to
money orders and checks.

Timeframes: The Liens Section is committed to a liens turnaround time of seven calendar
daysfor 95% of applications submitted. Searches with code violations that require information
from other agencies may require more time than those without code violations.

Special Accommodations. Special accommodations will not be made for customers requesting
lien certificates. All work will be processed in the order that it isreceived. This policy has been
implemented to ensure fair and timely processing for al customers. Please be reminded that
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applications will be accepted and searched with a gal of providing the lien certificate within
seven calendar days. Furthermore, applications will be processed as they are received and will
not be held for the convenience of individual customers.
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Frequently Asked Questions

How long does it take to get a Lien Sheet back?
The turnaround timeis approximately 7 calendar days.

How much isaLien Sheet?
A lien search is $25.00 ($55.00 if violation report is requested by the

applicant).

Can we put arush on a Lien Sheet?
No. To ensurefair and timely processing of lien search for all
customer s, special accommodations are not per mitted.

How do | check on the status of a Lien Sheet?
Thestatusof alien sheet can be checked by calling 410-396-3991 or
visiting the Liens Unit at 200 Holliday St., Room 1.

Do | need aLien Sheet if my parents are deceased and the property goesto
me?
Yes, if your parent(s) did not have a life estate and the property isin an
estate distribution.
No. If you arethe person designated in the life estate.

Do | need aLien Sheet if I'm transferring my property from me to my
company, child, or spouse?
Yes, if transferring toa company or coming out of title and giving
property to child or spouse.
No, if you'readding child/children and/or spouseto the deed.

How do | obtain a copy of the Lien Sheet upon completion?
A completed lien certificate can be picked up or mailed to the address
provided by the applicant.

Am | able to submit a Lien Sheet on-line?
No, but you are ableto print an application off the City’ s website, please
click here.

Is there away for me to check on-lineif | have any outstanding liens on my
property?
No, you must call 410-396-3991 or visit the Liens Unit at 200 Holliday
St., Room 1.
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10) How do I find out my block and lot number?
The block and lot can be found on your Real Property Tax Bill, Water
Bill, or at the following web address:
http://maps.baltimor ecity.gov/imap/
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